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Do You Have the Necessary Workplace Skills?
In the past, being in good physical condition and a simple 
willingness to work was often the key to success. This is no 
longer the case. Today’s workplace demands much more 
from the employee. It requires an understanding of 
sophisticated equipment as well as being able to 
communicate with people. Answering the following seven 
questions can help you decide whether you have the skills 
necessary to be successful in the workplace. Unless you are 
able to answer each question with an enthusiastic “YES!,” 
you may need to develop your skills to be successful in the 
workplace.
1. Do you know how to learn?
Knowing how to learn is the most basic of all the workplace skills. Without 
it, you cannot become competent in any of the others. Knowing how to learn 
means you are able to adequately absorb, process, and apply new 
information on the job.
2. Are you competent in the basic academic skills?
The basic academic skills are reading, writing, and computation 
(mathematics). In today’s demanding, highly competitive workplace, 
workers need a solid grasp of the 3 Rs to be considered for a good job, and 
to keep that job.
3. Do you have adequate listening and speaking skills?
Most people don’t, yet workers spend most of their day communicating in 
one way or another. Those who don’t make themselves understood verbally 
or who are unable to absorb information by listening to others will not be 
effective on the job.
4. Can you think creatively and solve problems?
An organization’s ability to achieve its goals often depends on its workers’ 
problem-solving and creative-thinking skills. Creative solutions from 
employees at every level help the organization move forward toward its 
goals.
5. Do you have a positive self-image, the ability to set and meet 
goals, and a good sense of personal and career direction?
Employees need more than a set of “occupation-specific” skills to succeed 
in the workplace. “Intangibles” like self-esteem and effective personal 
management are also necessary to be a productive, effective worker and a 
contributing member of an organization.
Continued on page 2
Reminder!!!
Our new address is:
MOICC
55 State House Station 
Augusta, ME 04333-0055
Our new telephone number is 
624-6390 and fax number is 
624-6499.
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6. Can you interact well with others, negotiate conflict 
successfully, and work effectively as part o f a team ?
In recent years, there has been a dramatic increase in the use of the “team 
approach” in the workplace. Employees are often called upon to pull 
together and focus their energies on a common goal. Those who cannot do 
so will have a negative effect on the entire organization.
7. Do you understand how an organization works (and how your 
actions affect the organization), and are you able to influence 
others within an organization (meaning, be a leader)?
These skills, once associated only with employees on the “fast track,” are 
now basic ingredients for achievement in the workplace. To stay 
competitive, employers need workers who can operate well within an 
organization and can motivate others to do the same.
Source: The Forum, Virginia Occupational Information Coordinating 
Committee Newsletter, December 1998
Improved Career 
Decision Making - 
Spring Training
There are still openings for both 
ICDM - Basic and ICDM - 
Advanced training to be held at 
the Holiday Inn, Upper Main 
Street, Waterville. The training 
dates are April 8-9,1999, for Basic 
and May 6-7,1999, for Advanced. 
Each training session is $65.00 
per participant. If you registered 
in the Fall of 1998, you do not 
have to register again. Call Cindy 
at 624-6390 for more information 
and a registration form.
Maine Department of Labor Holds First 
One-Stop CareerCenter Grand Opening
On Friday, October 30th, Portland’s CareerCenter held its grand opening 
ceremony. This was the first of similar ceremonies to celebrate openings of 
other One-Stop CareerCenters across the State.
The event was highlighted by a ceremonial ribbon-cutting by Governor 
Angus S. King, Jr. Other dignitaries included Representative Tom Allen, 
representing Maine’s 1st Congres­
sional district, Maine Commissioner 
of Labor Valerie R. Landry, represen­
tatives of the Cumberland County 
Private Industry Council (PIC), 
regional representatives from the U.S.
Department of Labor, and senior 
administrators from the Maine De­
partment of Labor.
After the ribbon-cutting, CareerCenter 
staff conducted guided tours of the 
facility. The overall sentiment from 
participants was overwhelmingly 
positive. Similar grand opening 
ceremonies are planned for each of 
the CareerCenters across the State 
over the next year.
CareerCenters provide community 
access to: career counseling, labor 
market information, job search, 
placement, and employment training
services. All of these services are 
available to the general public. The 
vision for CareerCenters is that they 
will be recognized as the employ­
ment and training resource of 
choice for employers as well as job 
seekers.
W o rk  Education Resource C en ter (W E R C )
WERC is now located at Mid-Maine Technical Center, One Brooklyn 
Ave., Waterville. Sue Ireland is the contact for the Resource Center and 
the Curriculum Resource Center at 877-8188.
Listed below are some new additions:
It’s All Part of the Job Video
Employers’ Expectations Video
Social Skills at Work Video
Career Guide to America’s Top Industries Book
No One Is Unemployable Book
Beat Stress with Strength Book
Networking for Everyone Book
Top Ten Dumb Career Mistakes ...and how to avoid them Book
Call Sue at 877-8188 to receive any of the above new listings or a copy 
of WERC listings.
Hot Occupations 
by Education Level
Here are some of the occupations for which 
labor economists predict the fastest growth in 
the coming 10 years. Note that not all require a 
college or graduate degree, although that helps 
to ensure your future employability.
Some fields are on the list as their rate of growth 
is unusual, others because of the size of their 
growth.
High School Diploma Plus Up to One  
Year of Job Experience
Home care aides 
Retail sales people 
Amusement attendants 
Truck drivers 
Cashiers
Teacher aides and educational assistants 
Medical assistants 
Dental assistants
Educational Level Open But Long-Term 
W ork or Training Required
Desktop publishing specialists
Musicians
Flight attendants
Police patrol officers
Food service and lodging managers
Carpenters
Clerical supervisors
Restaurant cooks
Career School or Other Vocational Training
Data processing equipment repair people 
Manicurists
Licensed practical nurses 
Surgical technologists 
Cosmetologists or Barbers 
Medical secretaries 
Emergency medical technicians 
Automotive mechanics 
Associate (Two-Year College) Degree 
Dental hygienists 
Registered nurses 
Paralegals
Radiological technologists 
Respiratory therapists 
Health information technicians 
Cardiology technologists 
Bachelor's Degree
Data base administrators 
Computer engineers 
Special education teachers 
Systems analysts 
Occupational therapists 
Physical therapists 
M aster's Degree 
Speech pathologists 
Operations research analysts 
Librarians 
Psychologists 
Counselors
Curators and archivists 
Doctor's Degree 
Biological scientists 
Mathematicians and related fields 
College faculty 
Medical scientists 
Professional Degree 
Lawyers 
Veterinarians 
Physicians 
Chiropractors 
Clergy 
Dentists
Source: Minichart developed by the Career Opportuni­
ties News, based on data from the Occupational 
Outlook Handbook, 1998-99.
Maine Occupational Information Coordinating Committee 
55 State House Station 
Augusta, ME 04333-0055
Return Service Requested
THE MAKE IT REAL GAME Pilot
December 11th was the training date for Maine’s pilot sites for The Make It 
Real Game, the 4-6 grade version of The Real Game series. Facilitator Hank 
Lunn trained representatives from the five schools that are participating in 
this international pilot. Their feedback will be sent back to the developers 
and will be instrumental in shaping the final version of the game. Maine is 
one of ten states in the U.S. that are participating in the pilot.
The schools and their contact people are:
Appleton Village school
Elm Street School, Mechanic Falls
Fairview School, Auburn
Hope Elementary School
Lewis Libby School, Milford 
The pilot activities began January 4
Hank Lunn, guidance consultant 
Tasha Conary, teacher grade 4 
Kathy Demers, counselor 
Heidi Broomhall, teacher grade 5 
Carl Bucciantini, counselor 
Tom Morrill, principal 
Jim Lee, teacher grade 5 
Marie Dostie, teacher grade 4 
Hank Lunn, guidance consultant 
Susan Stillwell, teacher grade 5 
Steve Sargent, counselor
and will end by February 26, 1999.
A player:
□  adopts one work role
□  experiences the life-style of a single 
person
□  creates a simulated society made up 
of small businesses built around a 
children's story
□  enlarges understanding of career 
concepts and vocabulary
□  builds understanding of life/work 
roles
□  becomes involved in cooperative and 
active learning
□  learns about teamwork
□  focuses on the products of different 
businesses
□  focuses on interconnectedness of life/ 
work roles
□  reaches out to the community
□  focuses on business roles and 
activities of community and 
international links
□  explores community and international 
links
□  is introduced to the concept of 
portfolios
